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Delivering AutoCAD Drawings 

Scope 

This instruction covers how to prepare electronic AutoCAD drawings, Portable Document 
Format (PDF) and hard copy for delivery to the Project Manager.  It ensures inclusion of xref 
files, images and fonts used within the primary drawings. 

It does not cover general electronic backup or archiving procedures for AutoCAD projects. 

Distribution 

A-E Firm*

AutoCAD Operator*

CADD Manager 

Designer*

Lead Designer*

Ownership 

The CADD Manager [Steven.P.Freitas@usace.army.mil?subject=INSP01L0-Delivering 
AutoCAD Drawings] is responsible for ensuring that this document is necessary and that it 
reflects actual practice. 

Activity Preface 

These tasks are performed whenever the Scope of Work (SOW) requires AutoCAD drawings as 
part of the deliverable. 

Prior Activity 

Contract Review [PROP01L0] 

Design Process for Civil Works Projects [PROP02L0] 

Design Process for Military Projects [PROP03L0] 

Design Process for Hazardous, Toxic, and Radiological Waste Projects [PROP04L0] 

Creation, Packaging, and Delivery of Project Documents [PROP09L0] 
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A-E Firm, Designer or AutoCAD Operator 

1. Plot drawing as PDF file. 

Figure 1 Plot - Layout Configuration 

AutoCAD 2008 

M > File > Plot 

Page Setup pulldown menu: select Import 

Navigate to Milcad/Acadcust.r2k/PageSetup 

Select Page Setup 2007 template.dwg > (B) Open > scroll down to find the file based on 
drawing units 
 English unit drawings: (standard) Adobe PDF v6.0 (34 x 22) 
 Metric unit drawings: (metric) Adobe PDF v6.0 (863 x 558) 
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Select the appropriate file > (B) OK. 

On the Page Setup pulldown menu, select whichever file was imported:  
 English Unit drawings: (standard) Adobe PDF v6.0 (34 x 22)  
 or Metric unit drawings: (metric) Adobe PDF v6.0 (863 x 558) 

Confirm the following settings have now been made: 
 Printer/plotter > Adobe PDF 
 Paper Size > ANSI D 
 Plot Area > Extents 
 Plot scale > English Unit drawings: > 1 inch = 1 inch  
 or Metric unit drawings: Plot scale > 1 mm = 1 mm. 
 Drawing Orientation > (B) Landscape > (B) OK 

Plot - Layout1 

2. Save drawing as PDF file. 

AutoCAD 2008 

Enter project path to PDF Folder 

Confirm file name > (B) Save 

Save PDF File As 

If Another Drawing, goto task #1. Otherwise, goto task #3. 

3. AUDIT, PURGE & SAVE each drawing. 

Save time by assigning function keys to the AUDIT and PURGE commands.  Function keys 
call commands more quickly than using the pull down menus. 

AutoCAD 2008 

Right Click from Toolbar > Customize 

Keyboard Tab > Categories > File Menu 

Function Keys 

You could also create a tool bar that has Audit, Purge, and eTransmit, among others buttons 
that are just as quick as function keys. 
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4. Setup eTransmit 

AutoCAD 2008 

File > eTransmit 

Setup eTransmit 

Under the GENERAL TAB (Figure 1): 
− Create a destination folder. 
− Check box for REMOVE PATHS FROM XREFS AND IMAGES. 
− Check box for CONVERT DRAWINGS TO: select AutoCAD 2008. 
− Check box for PRESERVE DIRECTORY STRUCTURE. 
− Uncheck all others. 

Under the FILES TAB (Figure 2): 
− Check box for INCLUDE FONTS 

Under the REPORT TAB: 
− Scroll through the list to assure no files are missing.  If some are, find them and 

repeat the eTransmit process. 

5. Run eTransmit 

Previous setting changes remain throughout current session, so just click OK on subsequent 
drawings. 

Figure 1 eTransmittal - General Tab Figure 2 eTransmittal - Files Tab 
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If Another drawing, goto task #6. Otherwise, goto task #8. 

6. Close any open AutoCAD files. 

7. Open next drawing. 

Goto task #5. 

8. Close any open AutoCAD files. 

9. In Windows Explorer, move the plot style, fonts, and discipline subfolders from the 
destination folder to the project delivery folder. 

10. Delete the eTransmit destination folder and all subfolders. 

11. Create an ASCII format drawing index named dwgindex.txt. 

• List only the primary drawings. 

• Order of Drawings: 

The Architectural, Engineering, and Construction (A/E/C) CADD Standard Release 3.0, 
Table 2-1, page 13, mandates a specific order of drawings different from the traditional 
“CASME” sequence as follows (these are the most frequently used discipline codes): 

 
DD Discipline 
G- General 
H- Hazardous Materials 
V- Survey/Mapping 
B- Geotechnical 
W- Civil Works 
C- Civil 
L- Landscape 
S- Structural 

DD Discipline 
A- Architectural 
I- Interiors 
Q- Equipment 
F- Fire Protection 
P- Plumbing 
D- Process 
M- Mechanical 
E- Electrical 

DD Discipline 
T- Telecommunications
R- Resource 
X- Other Disciplines 
Z Contractor/Shop 

Drawings 
O Operations 

• Provide filename, sheet #, sequence #, and drawing title. 

Stop and Complete Delivering Hard Copy Documents [INSP08L0]. 

If A-E firm delivery, goto task #12. Otherwise, goto task #15. 

A-E Firm 

12. COPY eTransmit files, index, and PDF to CD-ROM 

Files may be combined with other deliverables on same CD-ROM. 
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13. Label CD 

14. Deliver to Corps Project Manager. 

Refer to Address and Attention Line Tables [REFP01L0]

End of activity. 

Designer or AutoCAD Operator 

15. COPY eTransmit files, index, and PDF to project delivery area. 

Path defined within SOW. 

16. Designer or AutoCAD Operator notifies Lead Designer by E-Mail. 

Lead Designer 

17. Notify PM by e-mail when all disciplines are done. 

End of activity. 
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Flow Chart 
Delivering AutoCAD Drawings
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